
 
 

DOUGLAS COUNTY SCHOOL SYSTEM 
P. O. BOX 1077, Douglasville, GA  30133 

Mr. Trent North, Superintendent 

770-651-2378 

 

VACANCY NOTICE 
 

 
 

POSTING DATE:  November 4, 2022 

 

CLOSING DATE:  November 17, 2022 or until Filled 
 

POSITION TITLE:  Executive Assistant to the Superintendent of Schools  

 

PRIMARY FUNCTION: The primary function of the Executive Assistant is to assist the 
Superintendent of Schools in any manner needed in managing the affairs 
of the Superintendent’s Office - to handle delegated administrative details, 
to receive and dispose of complaints, requests for information and other 
matters brought to the Superintendent’s office.  The Executive Assistant 
acts as the point of contact among executives, employees, stakeholders 
and external partners.  

 
A secondary function is to provide complete and accurate records and 
minutes that will assure effective information for the Board of Education 
and Superintendent of Schools. 
 

SALARY:   Salary is negotiable 
 
REQUIREMENTS: 

 

Educational Level: Bachelor’s Degree or some college preferred.  Technical training with an   
emphasis on technology and business helpful. 

 
Physical Activities:  Routine physical activities that are required to fulfill job responsibilities. 
 

Proficient Skills:  

 Five or more year’s successful secretarial experience within an 
administrative educational environment or an executive’s office with a high 
volume of work completed in a timely manner. 

 Strong time-management skills and the ability to organize and coordinate 
multiple projects at once. 

 Demonstrate attention to details. 

 Experience in performing stenographic and clerical work of a 
progressively responsible nature.   



 Have the ability to write clear and concise memoranda, directives, or 
letters without supervision.   

 Possess superior communication skills and be able to maintain 
confidentiality.   

 Must be of high integrity and be in good health.   

 Must possess the initiative to plan and organize work with a minimum of 
supervision.   

 Must be able to work under pressure of deadlines.   

 Proficiency in Microsoft Office and other office productivity tools, with the 
aptitude to learn new software and systems. 

 Demonstrate sound judgment, initiative, and responsibility.   

 Must be willing to develop in skills of position to assume increasing 
responsibilities. 

 
 

 
ESSENTIAL DUTIES: 

1. Demonstrates prompt and regular attendance. 
2. Perform those duties, which the Superintendent may delegate or designate. 

3. Manage professional and personal scheduling for the Superintendent, including 
agendas, mail, emails, calls, travel arrangements, staff and stakeholder meetings, 
and other school system logistics. 

4. Coordinate complex scheduling and extensive calendar management, as well as 
management of content and flow of information to executive leadership.  

5. Perform administrative office support, such as typing, dictation, spreadsheet creation, 
faxing and maintenance of filing system and contact data bases. 

6. Maintain professionalism in behavior and appearance. 
7. Maintains strict confidentiality with all materials, and exercise discretion when interacting 

with internal and external stakeholders. 
8. Maintain a good working relationship with all school personnel, cooperating with other 

members of the Central Office staff. 
9. Prepares routine correspondence and reports for the Superintendent’s signature, collects 

and compiles information needed by the Superintendent, and effectively maintains office 
records. 

10. Makes appointments for Superintendent 
11. When necessary, acts as receptionist and ascertains the purpose of those who visit the 

Superintendent’s office.  Provides assistance to visitors or refers the visitor to the proper 
person, or if necessary, arranges an appointment with the Superintendent. 

12. Develops agendas for meetings for which the Superintendent is responsible. 
13. Prepares agendas and supporting documents pertaining to and for the monthly Board of 

Education Meetings.  Assists the Superintendent in the preparation of material, which he 
wishes to submit to the School Board. 

14. Works toward being thoroughly familiar and knowledgeable of the policies and regulations 
of local and state Boards of Educations.  

15. Arranges for the distribution of notices, memoranda, directives, and other information. 
16.  Generates and tracks all purchase orders originating from Superintendent’s Office. 
17. Assists in the preparation of all handbooks originating from Superintendent’s Office; 

collecting and compiling information on miscellaneous projects designated by the 
Superintendent. 

18.  Maintain files of Superintendent and transfer to the Record’s Center annually. 
19.  Handle routine matters in absence of or as specified by the Superintendent. 
20.  Performs such other duties as requested. 

 



 
REPORTS TO: Superintendent of Schools 

 
 

APPLICATION PROCEDURES: 
 

External Applicants:  Apply online through Frontline.  Submit a cover letter stating interest in this 

specific position, a standard resume and a list of three references with addresses and phone numbers, as 

soon as possible. 

 
 

Current Employees:  A letter of interest, resume and a list of three references with address and phone 
numbers, as soon as possible.   

 

Email your application materials to Human.Resources@dcssga.org by November 17, 2022. 
 

 
 

 
 

 

The Douglas County School system does not discriminate on the basis of race, gender, color, 
age, religion, national origin, or disability in its employment procedure. 
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